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Windows XP, Windows Vista, Windows 7, MAC 
OS X

Internet Explorer 7 +, Mozilla Firefox, Google 
Chrome, SafariτBrowser must have JavaScript 
enabled

Adobe Acrobat v9 or later

Recommended screen resolution 1024 x 768 or 
higher

Any standard printer supported by browser

Scannerτmust produce PDF files 
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Getting Started 

 

 

To set up an account, email a request to erin.ferry@courts.phila.gov or 

theresa.cannon@courts.phila.gov.  The request should include: 

  

 1.  Your name 

 2.  Your PA bar number (Attorneys Only) 

 3.  Your organization name, address and telephone number 

  4. The email address(es) to be associated with the account 

  

 After receiving a username and a temporary password, log onto our website to 

activate your account and change the temporary password.  The web address for 

CLAIMS is http://fjdclaims.phila.gov.  

 

 

 

 

 

 

 

 

 

 

 

 

http://fjdclaims.phila.gov/
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 Once the account password has been updated, the CLAIMS Home page will open.  

 

 

 

 

 

 

 

Enter the username and 

temporary password to log into 

CLAIMS. 

Change the password using the 

guidelines provided.  
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 The Home page is divided into eight sections.  The Home page can be customized by 

moving the sections to a different location on the page.  Hold the right mouse button over the 

blue heading of the section to be relocated and drag it to a new area on the page.   

 

 

 

 

 

 

 

 

 

 

 

 

 



7 
 

 

 

 

 

 

 

Quick Plaintiff List
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 The Quick Plaintiff List allows the User to enter the information for plaintiff(s) and save 

it to the Quick Plaintiff List screen.   The information will remain stored on this screen and can 

be added to new claims with a few mouse clicks.  It is a convenient way to store information that 

is used often. 

 

 To begin, go to the Case Initiation section of the Home page and click on the Quick 

Plaintiff List. 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 Enter the information and click Save.  All Quick Plaintiffs appear on the screen in 

alphabetical order. 

 

 

 

 

 

 

 

 

 

Click on Add New Plaintiff to Quick List 

Only the text fields with bold lettering are 

required for Pro-se filers. However, an 

attorney is required to enter his or her 

PA Bar number to become attorney of 

record for the plaintiff.  If you are a Pro 

Se filer, make sure to add your email 

address in the box provided. 
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Initiate New Case

Initiate New Petition

Initiate New Writ

Initiate New Relistment

Initiate New Additional 
Claim

Initiate Continuance

Initiate Judgment By 
Agreement

Amend Initial Complaint 
and/or Judgment 
Requested

Private Attorney Entry of 
Appearance (Attorneys 
only)

Review Pending 
Submission to Court

Review Deficiency 
Returned Items

Review Submitted and 
Pending Court Approval

Review Approved and 
Pending Adjudication

Review Adjudicated
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Initiate New Case-SMALL CLAIMS 

  

 The first step to file a Small Claims case is to click on the Initiate New Case link on the 

Home page.  The Select Case Type screen will open.  There are four different types of Small 

Claims case types (each with a separate description). Click the radio button for the appropriate 

case type and click the Next button.  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The next screen is the Case Initiation screen.  At the top of the screen in the Case 

Details there is Case ID number.  Each case receives its own ID number.  It will stay with the 

case even after a claim number has been assigned and can always be used for search 

purposes.   Also in Case Details, is the case type, docket type and the status; which at this 

point is pending.   
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 The first step when filing a claim is to add the plaintiff(s) and defendant(s).  Several 

parties can be added to each case. There are a few options from which to choose including 

adding a quick plaintiff. 

 
 

 The first option is to add an individual plaintiff.  To do this, choose the Individual link 

under the Plaintiff(s) section and insert text into the text boxes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Once the plaintiff has been added, click the Save button.  More plaintiffs can be added 

at either the same address or a different address.   

 

 

 

 

 

 

 

 

 

 

 

 

Only the text fields with bold lettering are 

required for Pro-se filers. However, an 

attorney is required to enter his or her 

PA Bar number to become attorney of 

record for the plaintiff.  Add your email 

address in the text box provided. 

 Once the first plaintiff has 

been added, additional links 

will appear to add more 

plaintiffs. 
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 If the plaintiff is an organization, click the Organization link in the Plaintiff(s) section.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 To add an individual defendant, click on the Add Individual link. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A Pro-Se filer cannot file on behalf of an organization 

such as a corporation, LLC, limited partnership, 

general partnership, or unincorporated association 

unless documentation such as Articles of 

Incorporation, Certificate of Membership, Minutes or 

IRS return can be provided showing the filer as a 

principal in the organization and must indicate his title 

in the caption. If a Pro-Se filer cannot provide such 

documentation, an  Appointment of Authorized 

Representative form may be used.  Refer to page ## 

for further information.  

Only the text fields with bold lettering are 

required. Do not add an Attorney ID number 

for the defendant. 

Add the defendant's address and choose 

the service type for this case.  Service 

options are determined by the defendant's 

location. Refer to the Rules, Procedures 

and Forms folder on your flash drive for 

more information. 

If the claim is against a married couple, add 

the spouse in this area.  Once the 

information is complete, click the Save 

button. 

If the defendant is in the military service, 

click Yes.   
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 To add an organization as a defendant, choose the Organization link. 

 

 /pr 

 

 

 

 

 

 

 

 

 

 

 

 Once the information is saved, it appears in the Parties section of the Case Initiation 

page.  The plaintiff and/or defendant can be edited at any time prior to the submission of the 

claim, by clicking on the hyperlinks for the names and addresses. 

 

 

 

 

 

 

 

 

 

 A defendant can also be docketed under more than one address and served at more 

than one address. 

 

n 

 

 

 

 

 

 

 

 

 

 

 

A defendant can be docketed under one 

address and served at another.  To do 

that, click the Alternative Service 

Address link.  

When adding another address for an 

existing defendant, use the Linked to 

defendant drop down menu to link the 

defendant to both addresses. 

Only the text fields with bold lettering are 

required. Do not add an Attorney ID 

number for the defendant. 
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 The next section is the Details section.  This area is for the summary of the complaint.  

   

  

 

 

 

 

 

 

 

 

 

 

 

 After adding the summary, hit the Save button at the bottom of the page.  This will 

ensure that your claim is saved in the event of an unexpected log out from the system or if 

another area (the plaintiff or defendant, for example) requires editing.  CLAIMS will 

automatically end a session after 45 minutes of inactivity for security purposes.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The text box holds an unlimited amount of characters.  

The summary of the complaint can be completed in 

another program (Word, for example) and the 

information can be copied and pasted into the text 

box.   

When populating the amount claimed only 

the Principal amount is bolded and, 

therefore, required.  Court costs will be 

added by the judge if you win the case. 

If your case requires either an Affidavit of Physician or an 

Affidavit of Repairman, click the appropriate box and one will be 

generated for you.  If you wish to include a Notice to Defend, 

click the box and one will be generated with the service pack. A 

self-addressed stamped envelope is required.   

This box is to be used to communicate 

information to the court clerk who will be 

reviewing your claim.  These comments 

DO NOT appear on the docket once the 

claim has been approved.  


